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AKAôs: Other names (if any) you have used POB: Place of Birth (City and State/Country) 
HT: Height SOC: Social Security Number 
WT: Weight CDL No: California Driver License Number 

 

 
 

INSTRUCTIONS FOR  COMPLETING  
NEW ACADEMIC  EMPLOYEE PAPERWORK 

Human Resources & Equal Employment Opportunity 
 

 
Welcome to Hartnell College!  This packet includes the forms necessary to process you as a new full-time 
academic employee and therefore authorize you to begin service. You may not begin service until these 
forms are completed and returned to the Human Resources department. Please return all required forms 
in one single submission. The following should provide you with helpful information for completing your 
employment process. 

 
TASKS TO COMPLETE IMMED IA TELY UPON HI RE 

 

Fingerprint Requirements - Request For Live Scan Service (Form BCII 8016): я̾i
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Certificated Personnel Information Form (Form HR-24X): 
Complete ñPart Iò through ñPart IIIò (the top box). Donôt forget your signature at the bottom of ñPart III.ò 

 
STRS  Permissive  Election  and  Acknowledgment  of  Receipt  of  CALSTRS  Defined  Benefit  Plan 
Membership Information (Form ES 350):  
You are employed in a temporary position normally not subject to mandatory membership in the California State 
Teachersô Retirement System (STRS).   You must elect or decline voluntary membership in the STRS retirement 
system by completing this form. If you elect STRS membership, your membership election is irrevocable for all 
future employment in a STRS covered position; If you do not elect STRS membership, the only optional retirement 
program currently available to you through this District is Social Security. 
Read and compl

http://www.calstrs.com/help/forms_publications/pubs.aspx

